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OFFICE MEMORANDUY . U, S GCJW'H?'E(MFWF

01 .All Perscnned, Map Libtwary Divisien  DATR: 33 Decouber 1952
FROM:  Chlef, Map Limrary Division | | o
SUBJECTs CIA/D/GL Regulations and Prooedures |
RESCISSION: Memorandum to Map Libwary Division Parsomel, dated .?6 Sept, Y49

1. IBATE -
25X1 A, CIA Regulation :lé Japuary 1982 lg at*baehed and ourrently ?
appliss to the Map Libwary Division, Your st sobdon 418 called to the :

f@llow‘tmg septionat

25X1 1) Mexking Hewrs IT | Tae normal officisl working
hours fo&r all aetivi ties The hgency are feom C830 bhours to 1700
hours, Thirty minutes are allotied for Junoh.

25X1 2) Appua) leave, | This entire sesitlon ob - [
annual leave should be read carefully. (Ses atbached OIA Notlce| | 25X
25K1 reseinds | " of | =
25X1 3) Sigk Leava, | [ This entire seation en sici
' leave should be read cavefully, Nobte the conditiens under which siak
25X1 lenve is granted, as listed in " ' _
B, The fellowing points repr Vap Ldtwery Division interpretatlons

25X1 and/or additions to CIA Regulaticm which w11l be observed by all
mmmnel of ﬁhe Map Librarys L _

25X1 1) MMWQ | “Ihe ninionm charge for
anmual Isave 48 one hour and adiitional leavs will be charged in .,
medtiples of one howr.” The ;n*am;me: of taking ’”‘rafstiona of an
hewy on different occasions, adding the total of fractions, and
recerding the total as one or two hours, or uwore, of leave on any
glven day, is not to be followed iu the M:v i bmrye

25X1 ©2) Appuel Leavs, r”%m.mra’l leave of three days"
duration or lesa may bs granted by Branch Chisfs, Anmual leave of
mere than three days? duration will be discussed by employee mt? %«a i

25X1A9A

appropriate Hvarmh Chief‘, vho in turn will abw};n approval from
‘ 3) Admn Annual Leays. | | Applicaticn for sdvance 25X1
annua) leave (1.6, annual leavs not alrsady sarusd) vill be submitied to . |

25X1A9A |:L thru the appropriate E‘i‘mm&h Chiel,
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RESTRICTED - SECURITY INFORMATION

25X1 , 4) Sick Leave, | When move than one day of sick leave is
taken consecutively, the empleyee will call his Iranch Chief on each successive
day of sick leave, sxcept in cases of extended illnesy, When three or more
consecutive days of sick leave are taken, the employee must report by telephons
to the Medical Office (ext, 2300) on the day he re'wrns to duty, If the
employee has taken siok leave for a communicable iliness and/or for a peried
of 3 veeks or more, the employee is required %o repwrt to the Mediesl Office
- in person on the day he returns to duty. For periods of absence in exceas
of three days, the employee must make application for sick leave on Standard
Form 71 and it must be accompanied by a medica) certificate,

5) Advenge Sick Leave. | Applicaiion for advance sick 2°X1
leave (i.e, sick leave not a earned] will be suh:itted directly to
Mr, Burt along with a certificate from the attending pk’sician,

6) Leave Without Pay. | | Application for leave without 25X
pay will be subtmitted directly to o 25X1A9A

25X1 7) Court Leave. | | An erployee receiving notice of jury duty,
or any other call to cowrt, will bring the matter to the ittention of Mr,

25X1A9A | |y that the proper seccurity steps ray » taken,

25X1 8) Leave B o |Raquemt for leave balances will be
submitted directly to ! 25X1 A9A : ‘
2, SECURITY REGULATIONS

A, The following security regulations. gtould be kept in miud by each
employee of the Map Library: o

1) No officer or employse may use official data for perisnal use,

2) Classified information may e disclosed only to authortzed persons,
. 3) Classified information may hc;t be discussed over the t1lephone.

4) m speeches, mblications and questlionnaires mugh be cliared with

25X1A9%A _the Ageney thru R
5) Taking or giving of unoffiscial courses of instruction must is
. cleared with the Agency ‘bhrul I, In arder to ast e 25X1A9A |

sufficlent time for security clearance, persommel must sutmit all requcsts

at lenst two weeks prior to the planned commencement of the sotivity, i .
ployees who are taking or givinmg unofficial courses of instrustion “withet

prior security clearance =iy be charged with a segurity vieletion.
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6) Social visits to the Auditorium by fermer employesa are digscouraged,
but when they do occusy the visit mist be confinad to the reseption room.

7} Changes of name, addvess, telephons or marital status of
amployees must be reported to the Agency trru |s 25X1A9A

. 8) Marriagé to an alien requires prior Lgency clearence thru

25X1A9A

: ivate foreign travel requires rricy Agensy clearance +hru
25X1A9A . |

10) Arrests, ccurt procesdings avd trafflc accldents mst be
reported to the Agency thru| | 25X1A9A

11) Only the following autharized hgevcy eredit reference should be
used: A
CIA
Parsonnel Offics
2430 E St., N, W,
Washington, D. O,

Names of supervisces may not bs used for credit references.

12) Lost identifieation badges mush ba reportad ':l:rcmediate];r 7+

Jo

25X1A9A |

3, MISCELLANEQUS

A, The ‘Pollowing miscellansous information applies to the Map Livrory
and should be observed by all personmel: ' '

1) The attached memorandum on the subjeet "Property Passes" should
be read and observed by all Map Library pevcuinel.

2) Government Employess Health Inswrance sad Group Hospitalization
 payments will be collacted on the first ard second working day of each

3) All requeste for special supplies, squizment, pvrchase items,
forms, ete,, should be given tq in sufficient time that tBPEHX1A9A
‘requests may be fllled before a eritieal noed srises,

' " RESTRICTED - SECURITY INFORMATION
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_ 4) If an employee wishes his pay check mailed to him while on
vacation leave, his verbtel request should be given tof |hy
‘noon of Thureday a week preceding the payday. 25X1A9A

5) Personnel in the Office of the Chief should be ealled on the
following extensions:

25X1A9A
25X1A9A
Attaciments:
1,
2,

3. Memorandum on Property Passes;'

D/GL:D

Distribution:

1 - each D/GL employes.
1l - sach Info, Control employes,
1 - Ch/G

-d
RESTRICTED - SECURITY INFCRMATION

» -

Approved For Release 2006/01/10 : CIA-RDP79-01155A000300040030-0



